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 When you receive the below email, follow the instructions in the email to initial and sign the 
PDF document. 

 Scan your completed and signed document and save to your computer as a PDF. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How-To: Upload the signed OPTION YEAR Grant Agreement  

Step 1: Retrieve grant agreement file from your email 
 
 



 

 
 The Owner of the Grant Record will select the Option Year Activity in the My Task’s area  

If you do not see a task here, you are not the Owner of the grant record 
If you are not the Owner, you will not be able to complete this activity 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 2:   Log in to Smart Simple, Select Option Year Activity 
 
 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: After you open the activity, click Documents 
 
 

Step 4: Click the Upload button   
 
 



 

 
When the File Manager window opens, drag-and-drop your recently saved signed grant agreement 
into the File Manager window 
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Step 5: Upload the signed agreement  
 
 



 

 

Close the File Manager window by clicking the Close button in the upper right corner 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. When upload is complete, close the window  



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Great job, this activity is now complete!  
You do not need to do anything else. Our office has received 
your signed agreement and we will contact you if we need 
anything else.  

7. Click the SUBMIT button  


